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ASSET MASTER RECORD

The asset master record is a record shell with no
values. Values are posted to the master record
upon goods receipt of a purchased asset.

The values of assets acquired by other means, e.g.,
donations, discovered, purchased before master
record creation etc., are posted through other
transactions.
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03/01/2004

AM101. 03/01/04

2.2



' An ASC Training Guide AM101 - Asset Management 101
CREATE ASSET - AS01

This transaction is used to create asset master
records for items which are considered assets
according to the regulations.

Examples:
* Purchased items
» Donated or discovered items
« Capital projects (assets under construction)

AASIS Support Center, Patricia Orr 2-3
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I 1 Favaorites

7 {1 SAP standard menu
3 Office
b [ Logistics
[» [ Accounting
> [J Human Resources
2 [ Infarmation Systems
b (3 Tools

03/01/2004

AM101 - Asset Management 101

Type transaction code,
enter or green check.

e S s s onTWANAsER P Esanan TN
AASIS Support Center, Patricia Orr
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Asset Edit Goto Exdrazs  Enwironment Seftings  Systern Help
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Create Assel: Initial screen

Master data | Depreciation areas

Assetclass | @

Company Code ARE
Mumber of similar assets 1

Reference

Asget
Sub-number

Company code

Use the Possible entries icon to
(| Past-capitalization select the appropriate class
assignment.

| [ | 510 b5l sapetr | INS

AASIS Support Center, Patricia Orr 2-5
03/01/2004
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Each asset being purchased must be assigned to
the appropriate class. Capitalized equipment
($2500 and above) is assigned asset class 2000 -
Equipment. Low value equipment (under $2500)
are assigned asset class 2100 - Equip. Low Value.
The asset class determines the G/L account
determination of the asset expenditures. Land,
Building, Non-budget relevant and other capitalized
assets each have different asset classes.
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Assetclass (1)

Company Code and Classes

AM101 - Asset Management 101

i Account Assignment / Screen Layout .[ Azzet under Construction lh E m

Azzet class |
Company code \il ARK .
Click green check or press enter to
Masimum o, ofhts ° I see a list of all asset classes.
g (]

AASIS Support Center, Patricia Orr
03/01/2004
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| Master data || Depreciation areas |

Reference
Asset
Sub-number
Company code

|

AASIS Support Center, Patricia Orr
03/01/2004

Create Assel: Initial screen

AM101 - Asset Management 101

- Company Code and Classes Bm

ARK

Company Code: ARK

Class slnsset class description
1000 Land

1o Lanahon Budy Highlight the appropriate

1100 Land Improvem

1110 Landimpraverq ClAass code, double click or
1200 Buildings

1210  Buildings NON green check.

1300  Leashold ImprovermerT

1310  Leashald Improvement MOMN BUDGET RELEWVARNT
1400 Easements

1410 Easements MOM BUDGET RELEVANT

2000 |Equipment

2010  Equipment MON BUDGET RELEVANT

2100  Equipment - Low Yalue Assets

2101 Equipment- Low value Caollective Assets

2200 DIS DATAPROCESSING EQUIPMENT (OMLY)
2300 DIS DP EQUIPMENT LOWY WALUE (ONLY)

3000 ‘Works of At []
3010 Warks of At NON BUDGET RELEVANT [~]
[ [ [« ]
29 Entries Found petr | NS
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% \< Hie@ae SHE atoa0 BE @ o

Create Assel: Initial screen

| Master datgg  Depreciation areas |

Assetolass 200 o) Click Master data, click green check
CompanyCode L AR | :
] or press enter to continue.

Reference

Asget

Sub-number
Company code

- st e et

AASIS Support Center, Patricia Orr 2-8
03/01/2004

If more than 1 (one) of the same type of asset is
being purchased enter in the total number in the
“Number of similar assets” field. An asset master
record will be created for the total number entered.

NOTE: Check the Post-capitalization box ONLY if
you are creating an asset master for an asset that
was acquired in a prior fiscal year.

AM101. 03/01/04
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Asset Edit Goto Exdrazs  Enwironment Seftings  Systern Help
7] gl eEQ 2B anan EE @
Create Assel: Master dala
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& B Assetvalues

Azset INTERM-BEQQ1 @
E— Sadprment oMl Type a detailed description of
General | Time-dependent | Allocations | Origin Urance | Deprec.a the asset.

General data == E‘
Description / E‘
Agset main no. text \ ’7
Acct determination 199850 Equipment e . .
S En_ter any additional information.
Inventory number Th|S IS Where the WBS element
Quantity & or internal order number should
aniony be stored, if applicable.
Lastinventory on [JInclude asset in inventary list | ﬁ

Enter the unit of measure for the asset. THIS IS
A REQUIRED FIELD. Select possible entries
| icon for selection, if necessary.

[510 P sapetr NS/

AASIS Support Center, Patricia Orr 2-9
03/01/2004

Recommended format for description is noun,
adjective, adjective. It is important that the
description entered is consistent for each asset
master record created. The manner in which the
description is entered could affect the way reports
are sorted.

NOTE: ASSET MAIN NO. TEXT. This field is the
same for the main number and all its sub-numbers.

Updating this field for one asset updates all of the
assets having the same main number. This text is
used in reporting and in the display values
transaction when accessing totals per asset
number.

AM101. 03/01/04 2-9
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Edit Goto Ex

Enwiranment S

gs
s BIeEa@ DHE IDOLH8 I EEI®@
Create Assel: Master data

em  Help

& B Assetvalues

Asset INTERN-BEQET @

Clags 2000 Eguipment Company Code LRK

General | Time-dependent | Allocations | Origin

Lnits of M

General data

Cuantity

Description Refrigerator

o

Comm. |Un (Unit of meas. text

Text for dimension

Cs L5 |Case
CT KAR |Gartan

Foz  |oza|Fluid ounce US

Inventary
Lastinventory on

o K

(no dimensions)
{no dimensions)

) Dy ThG | Days Time
Agset main no. text DM DM |Decimeter Length
Acct determination 199850 DM3 COM|Cubic decimeter Wolume
- DR DR (Drum (no dimensions)
Serial numhber
DZ DZ |Dozen (no dimensions)
Inventary number E4 E4 |B {no dimensions)

Yolume

[JInclude asset in inventary list

Select Unit of measure, double click or

green check.

[ [510 P2 sapetr | INS 2

AASIS Support Center, Patricia Orr

03/01/2004
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Azset Edit Goto  Edxtras  Enwironment  Settings

Systern  Help

& ala @ e@E@ SEHE AT O0 AR @

Create Assel: Master data

& B Assetvalues

Asset INTERN-BBOET O
Class 2000 Eguipment Company Code LRK

General | Time-dependent | Allocations | Origin | Insurance | Deprec. areas |

General deta DO NOT ENTER QUANTITY. [
Description Refrigeratar q g

This will populate upon goods
Asset main no. text receipt.

Acct determination 199050 Equipment ‘
Serial number

Inventory humber

: Check box to include asset in
— B (2 / standard inventory lists
ey @/I S_ALR_ 87011979 and
Lastinventory on Include asse

S_ALR 87011982. This check
box does not affect ZFI_FALIST
or ARO1.

| [ [510 b2l sapetr | N5 7

AASIS Support Center, Patricia Orr 2-11
03/01/2004
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Azset Edit Goto Exras  Enwironment Settings  Systerm Help w
@ 2laBe@@ CHE DDo0 R @M e
Create Assel: Master data
& B Assetvalues
Asset INTERN-BEEET O
Class 2000 Select quipment Company Code LRK
General | Time-defiendent | Allocations | Origin | Insurance | Deprec. areas |
| | [+]
Inventany =
Lastinventory on ¢l include assetinimentorylist |
Inventory note
Posting information B
Capitalized an Deactivation on
First acguisition on
Acquisition year oen
]
No entry is required on the bottom half of
the screen. (see notes)
| [ [510 b2l sapetr | N5 7
AASIS Support Center, Patricia Orr 2-12
03/01/2004

NOTE: If the Post-Capitalization box was checked
on the previous screen, you must enter the
capitalization date in the “Capitalized on” field.

Otherwise, Posting information will populate upon
initial goods receipt of purchased items or through
other transactions to post value. Once established,
these fields are never changed.

AM101. 03/01/04 2-12
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Azset Edit Goto Exras  Enwironment Settings  Systerm Help i

& A B a2 8 0a | EE @ DY
Create Assel: Master data

&l B | Assetvalues

Asset INTERN-DQEGOT - @

Class 2000 Select Company Code  ARK

General ~ Time-dependent | Allocations | Origin | Insurance | Deprec. areas |

Interval frorm 01/04/1900 to 12431/9999 [-]
Business Area Iﬂﬁm@ DEPT OF FINANCE AND ADMIN E
Cost Center 383210 OFA ’7
Room

License plate humbar

Enter the cost center from which

Fersannel Mumber

Fund HECE101 nsc-oraal a@sset is being purchased and to
Functional Area ADMN FinfAdrming Wthh depreciation will be
Funds Center 272 Mamt Srvs O

posted. Press Enter.
Business Area, Fund, Functional n
Area, and Funds Center are derived
from the Cost Center.

| HECEETEY

AASIS Support Center, Patricia Orr 2-13
03/01/2004

If asset is being assigned to a specific room or
person within the agency, enter the Room and/or
Personnel number.

If this is a vehicle asset and you know the license
plate number, enter it.

AM101. 03/01/04 2-13
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Asset Edit Goto Exdrazs  Enwironment Seftings  Systern Help

] Bl @@ EHE ODOa0 HE @

Create Assel: Master data

&l B | Assetvalues

Asset INTERN-BEQET @ Refrigerator
Clags 2000 Eguipment Company Code LRK

General | Time-dependent ~ Allocations | Origin | Insurance | Deprec. areas |

Allocations
Status
Acquisition Code
Class Code @—’
Click the possible entries icon to select
the appropriate Class Code.
| b |ETR (13 (510 P2 sapetr | INS 2
AASIS Support Center, Patricia Orr 2-14
03/01/2004

If you are creating an asset master record for an asset
already in your possession, e.g., an asset purchased prior
to creation of the asset master record, a discovered asset,
a donated asset, or an asset received as a transfer from
another business area, enter the appropriate Status and
Acquisition codes upon creation of this asset master
record.

However, for assets that you are purchasing and do not
have in your possession upon creation of the asset master
record, the Status and Acquisition codes are not entered at
this time. These codes are entered when the asset is
received using transaction code AS02-Change Asset
Master Record.

AM101. 03/01/04 2-14
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Azset Edit Goto Exras  Enwironment Settings  Systerm Help

& 2la @ @@ DHE D08 BE @
Create Asset: Master data | Highlight the appropriate description for the
&l B [ Assetvalues asset, double click, enter or click the green
Asset INTERN-DOOD1 0 check.
Class 2000 m [% E @ QIE |
: : Class Code “|Name
General | Time-dependent  AlOcs| o 1n0a g TRUCKS AND SPORT UTILITY VEHICLES|[<]
_ 211009 10 YEHICULAR EQUIPMENT AND ACCESSO|[]
Allacations 212001 20 OFFICE FURNITURE, EQUIPMENT AND F
Status 212002 07 OFFICE MACHINES
Acquisition Code 212003 05 DATAPROGESSING EQUIPMENT
lass Code 1 212004 07  CAMERAS AND RELATED EQUIPMENT
212005 20 ELECTRICAL EQUIPMENT AND RELATED |
212006 10 ELECTROMIC AND COMMUNICATION EQ
212007 07 PHOMOGRAPHS RADIOS & TV SETS |||
212008 05 PRINTING DUPLIGATING BOOKBINDING
212009 10 MUSICAL INSTRUMENTS
212010 07 TRAIMING AIDS & DEVICES
212011 10 VENDING & COIN OPERATED MACHIMES
212012 10 ATHLETIC AND RECREATIOMAL EQUIP
212013 07 AUDIO YISUAL RECORDING EQUIPMENT 4]
213001 [20 HEATING, A’C, REFRIGERATION AND A |[<]
EnD [ (][]
59 Entries Found

| b JETR (1) (510) Pl sapetr | INS 7

AASIS Support Center, Patricia Orr 2-15
03/01/2004

NOTE: The number listed in front of the Name of
the Class code is the recommended useful life for
the asset. This number MUST be entered in the
“Usfl life” field on the Deprec. areas tab for all
assets except Low value assets to comply with
policy set by DFA/Office of Accounting.

AM101. 03/01/04 2-15
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AM101 - Asset Management 101

G| i B eee i@ anan BE QE
Create Assel: Master data

hesw R 0
2008 Select ARK
Mlocations | Orilin b 4

Allocations
Status

Acquisition Code
Class Code

praoat  [a@)

- L[ER@EID M sanet

AASIS Support Center, Patricia Orr
03/01/2004
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Asset Edit Goto Exdrazs  Enwironment Seftings  Systern Help
all 4 CEQ SHE anon ERE @
Create Assel: Master dala

&l B | Assetvalues

Asset INTERN-BEQET @ Refrigeratar S |
Clags 2000 Eguipment € eCt Code LRK

General | Time-dependent | Allocations =~ Origin | Insura&ce | Deprec. areas |

Origin Vendor information will be E
:‘f””?“t [ populated upon goods receipt, it |7
anufacturer -
TR — is not necessary to enter vendor
O ased used number.
Country oTgin
Type name
Internal specifications [ |
Criginal asset . . E‘
If-house prod.perc. Check whether asset is belng ~

purchased new or used.

| [ | 510 b5l sapetr | INS

AASIS Support Center, Patricia Orr 2-17
03/01/2004

If you are creating an asset record for an asset that
is already in your possession, e.g., purchased in a
prior fiscal year or purchased before the asset
master record was created, then you may complete
vendor information. The vendor number must be a
valid vendor in AASIS.

AM101. 03/01/04 2-17
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Azset Edit Goto  Edras

Enwiranment Settings  Systerm  Help

JTB @& EHE OO0 HE @

=

AM101 - Asset Management 101

Create Assel: Master data

&l B | Assetvalues

Select

INTERN-BEQET @
2000

Azset Refrigerator

Class Equipment Company Code LRK

General | Time-dependent | Allocations | Origin - Insurance | Deprec. areas |

Insurance E‘

Type 1 @ Insurance @

Insur.Companies

Al il Data is defaulted and is the only

b=} |. text . q q .

e insurance information being

Start date used at this time.

Base value Uso I:
| Fiscal year change | E‘

Currins.value o.on usD per 2003 B

| D 510 P2l sapetr | INS

AASIS Support Center, Patricia Orr
03/01/2004

g
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This screen print was shown just to show the

insurance information — it is not necessary to select

this tab when creating an asset master record.

AM101. 03/01/04
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Asset Edit Goto Extras  Enwironment

BB G 8 EE 80O EE G DY
Create Assel: Master data

&l B | Assetvalues

Asset INTERN-BEQET @ Refrigerator
Clags 2000 Eguipment Company Code LRK

General | Time-dependent | Allocations | Origin | Insurance  Deprec. ateas |

Valuation | [+]
Deact |A.|Depreciation area|Depky |Usf life  |Per 0.dep. start — @
01 Modfied Book 634 1 ]
20Full Cost LINR < Enter the recommended
useful life for the asset. ]
Enter or green check.
[]
| [ | 510 b5l sapetr | INS
AASIS Support Center, Patricia Orr 2-19
03/01/2004

An ASC Training Guide AM101 - Asset Management 101
i
=

Use the number of years listed in front of the Class
code on the Allocations tab as the recommended
number of useful life years. The recommended
useful life field is completed for most asset master
records created. However, for asset classes
identified as low value, the recommended useful life
field is grayed out because these assets are fully
depreciated upon acquisition and there is no need
to enter a useful life.

AM101. 03/01/04
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Create Assel: Master data

] ! INTERN-DOA01 @
2008

Deprec. areas

Valuation
Deact A..IDeEreciatiDn areaIDeEK¥ i C.dep. start
[ |@1|Modfied Book 2634
[ [20Full Cost LINR

- st e et

AASIS Support Center, Patricia Orr
03/01/2004
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Create Assetl: Master data

INTERN-DOOE1 | 0
om0

Insuranc

Click to make changes.

Currins) &)

[» |as501 el | sapnas | OVR
S

AASIS Support Center, Patricia Orr 2-21

03/01/2004

If more than one had been entered in the “Number
of similar assets” field on the initial screen, this pop-
up will appear. All asset master records will be
created the same unless you choose to make a
change in certain fields.

AM101. 03/01/04 2-21
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Goto  Extras  Enwironment  Settings  Systern Help

ald @I e@@ SHE OOL8IEE @ m
Creale Assel: Master data

that Should Be Different in Similar Assets

A1 P
Maintain Fields

ko |Description Inventory no. Bu... |Cost center @l
1 Hemo far courseware HE45BOEOOT []
2 demofor courseware B645GOE0M1 @
3 |demofor coursesvare A645 60001
4 Jdemofor coursesvare HE45GOEOAT
5 demofor coursesvare HE45GOEOAT [ |

Make desired changes, press
enter or click green check.

[l ]I

L]l I[«][v]

VAL
— ——— D [Ac01 02| sapaas | OR

AASIS Support Center, Patricia Orr 2-22
03/01/2004

Changes may be made in the Description, you may
add an Inventory no., if desired. Changes may also
be made to the cost center (as long as the fund and
funds center remains the same) and the Class code.

AM101. 03/01/04 229
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% \« HeaQ SHE OTDO0 HE | @ o
Creale Assel: Master data

INTERN- AEEAT m

[> fAs01 [El| sapgas | OVR
S

AASIS Support Center, Patricia Orr 2-23
03/01/2004
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Azssel Edit Goto Exras  Enwironment Seftings  Systern  Help
BdH & SRE DDO8 I EHE @D
Create Assel: Initial screen

Master data | Depreciation areas

Asget class 2800 @
Company Code ARE

Mumber of similar assets 1

Reference

Asget

Sub-number

Company code

[ | Post-capitalization

The asset shell has been created with
this number assignment. (see notes)

| (& The assel 200000000 0 is created B [ 510 Pl | sapetr [ INS 2

AASIS Support Center, Patricia Orr 2-24
03/01/2004

If more than a 1 (one) had been entered in the
“Number of similar assets” field on the initial
screen, there would be a range of asset numbers.
Each asset shell created would have a number
assignment. This is the only time you will have
sequential asset numbers for your business area.

The asset number is a 9 digit number with a space
then a 0 (zero). When referencing the asset

number in transactions, it is not necessary to type
the O (zero).

AM101. 03/01/04 2-24
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CHANGE ASSET - AS02

This transaction is used to make any changes or updates
to an asset master record.

Examples:
adding Serial Number
adding Inventory number or Property Tag Number
adding room number and/or personnel number
adding status and/or acquisition code
changing cost center (with same fund and funds
center only)
changing the status (disposition)

AASIS Support Center, Patricia Orr 2-25
03/01/2004

AM101. 03/01/04 2-25
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I 1 Favaorites
7 {1 SAP standard menu

3 Office

b [ Logistics

[» [ Accounting

> [J Human Resources
2 [ Infarmation Systems
b (3 Tools

Type transaction code,
enter or green check.

s RN G e R isanan L

AASIS Support Center, Patricia Orr
03/01/2004

AM101. 03/01/04 2-26
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g @ aiEeee CHE SDLN RN QM

Change Assel: Initial screen

| Master data || Depreciation areas | Assetvalues |

poanoanan s
Sub-number 0
Cormpary Code | ARK
Enter asset number that requires
changes. Click Master data,
green check or enter.

AASIS Support Center, Patricia Orr 2-27
03/01/2004

The following are examples of types of changes that
may be made to an asset master record. Itis not

necessary to make all these changes, just the ones
that are applicable.

AM101. 03/01/04 227
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Asset Edit Goto Exdrazs  Enwironment Seftings  Systern Help w

] B aE CaEQ CHE DDO0 HE @m

Change Asset: Master data
i B Assetvalues

Asset 200088068 ] Refrigerator
Clags 2000 Eguipment Company Code LRK

General | Time-dependent | Allocations | Origin | Insurance | Deprec. areas |

General data

Description Fefrigeratnr

Asset main no. text Refrigerator
Acct determination 199050 Equipment

Il ]

Serial numhber

Inventory number If deSired: enter the Sel’ial
Ry EA number, and/or inventory
number (property tag #).

Inventary

Lastinventory on Include asset in inventary list |

[« ]]

| [ | 510 b5l sapetr | INS

AASIS Support Center, Patricia Orr 2-28
03/01/2004

Changes may be made on any tab where a change
is applicable and allowed. It is not necessary to
select every tab — just select the appropriate tab,
make required change and save.

AM101. 03/01/04 2-28
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| aliB e@@ CHE ODo0 PR @E
Change Asset: Master data
B asservaes | Select

200000000 o
2008

General

General data

Description Fefrigeratnr

Asset main no. text Refrigerator

Acct determination 199050 Equipment
Serial numhber

Inventory number
Cuantity

Inventary
Lastinventory on

Include asset in inventory list

- st e et

AASIS Support Center, Patricia Orr 2-29
03/01/2004

AM101. 03/01/04 2-29
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Asset Edit Goto Exdrazs  Enwironment Seftings  Systern Help

] B aE CaEQ CHE DDO0 HE @m

Change Asset: Master data

£ B Assetvalues

Asset 200088068 ] Refrigerator
Clags 2000 Eguipment Company Code LRK

General ~ Time-dependent | Allocations | Origin | Insurance | Deprec. areas |

Business Area 8518@ DEPRT OF FIMNAMCE ARD ADMIN lz‘

Cost Center 1@ DFA %

Room T h h

License plate numhber ocC ange t e COSt Center

Personnel Number click on the Further Intervals

Fund. HSCE1 81 H-SC-DF.AAdmin 5 ICOﬂ

Functional Area ADHN FinfAadmininternal

Funds Center 272 I ors I:

2 Further intervals ‘ E
| [ | 510 b5l sapetr | INS

AASIS Support Center, Patricia Orr 2-30
03/01/2004

The system will allow you to change the cost center in the
“Cost center” field, however, if postings have occurred to the
asset master record these will not correspond to the new
“Cost center” field. Therefore, you should use the following
procedures to change the cost center if postings have
occurred:

> if asset was purchased with one cost center but is going to
be depreciated to another cost center

» if asset is being transferred, in your agency, to another
location (cost center)

Use Transfer transaction ABUMN if changing the cost
center causes a change in the fund or funds center.

AM101. 03/01/04 2-30
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= BICERGE R 5 RN Wi IR s e 3 W g 2 W N
[@2] Change Asset: Overview of time intervals

T S I I - S [

AASIS Support Center, Patricia Orr 2-31
03/01/2004

The line item will show the current cost center listed
and the Fr date 01/01/1900.

AM101. 03/01/04 2-31
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gl  alaBIe@@ DHE T
[@z] Change Asset: Overview of time intervals

chssell] 260000060 o |
Class 2000 CompanyCode  ARK

Enter date for new cost center
assignment. Green check or
enter.

AASIS Support Center, Patricia Orr 2-32
03/01/2004

AM101. 03/01/04 2-32
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|l 0 wiBece DHE D00 BEIQE

Change Asset: Overview of time intervals

200088068 ]

2000 ARK
Time intervals
Fr |Elu... Cost Center |Room IHcense plate FPersonn...|Fund Fu.ﬁlFunds Center
— s e

HSCE101 SDMN (272

02/05/2004/0610/383210
HSCE101 SDMN (272

01/01/1800/0610/383210

oj=|°

N
Change old cost center to new cost center by the new Fr

(from) date. VERY IMPORTANT: Press enter or green o
check. [+
[4][+]
Choose interval Add interval Delete intervals
[> 810 P2l sapetr | INS
2-33

AASIS Support Center, Patricia Orr
03/01/2004

The new line item will show the old cost center and
the NEW Fr date you just entered.

AM101. 03/01/04 2-33
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980 | B[R] @ O

Green arrow back.

CompanyCode _ ARK _

0610383201 HSCE101 SDMN (272
0610(383210 HSCE101 SDMN (272 |:|

AASIS Support Center, Patricia Orr 2-34
03/01/2004
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Asset Edit Goto Exdrazs  Enwironment Seftings  Systern Help

] B aE CaEQ CHE DDO0 HE @m

Change Asset: Master data

£ B Assetvalues

Asset 200088068 ]
Select
Class 2000 Company Code ARK

General ~ Time-dependent | Allocations | Origin | Insurance | Deprec. areas |

Intersal from 0270572004 to 12/31/9935

4] »

Business Area 0618 pert of Finance anp aomin | NOte cost center change.
Cost Center 3sazo1 [@)  DFa
Foom

License plate numhber
Personnel Mumber

Fund HSCE101 HEC-DFA Admin Srvs -
Functional Area ADHN Finfadminiinternal Sves
Funds Center 272 Mamt Srvs Div Oprs E‘
[]
| [ | 510 b5l sapetr | INS
AASIS Support Center, Patricia Orr 2-35
03/01/2004

If asset is being assigned to a specific room or
person within the agency, enter the Room and/or
Personnel number.

If this is a vehicle asset and you now know the
license plate number, enter it.

AM101. 03/01/04 2-35
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Change Assel: Master data

200000000 o
ELCE

Allocations

Allocations

Status | @f

Select possible entries icon to select the
S Status of asset.
Class Code 213061

TITo, 7T

-

T T T, TR T TOo TS T T

Integration of assets and equipment

Createlfchange equip. from asset master recard

WF Sy |Equipment number G |Object NEB Descrigtion of technical abject i
olg ]

- bfsi0f sapetr

AASIS Support Center, Patricia Orr
03/01/2004

2-36

Upon receipt of asset the Status and Acquisition
codes need to be entered.

AM101. 03/01/04
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Azset Edit Goto B
- 2] (@
Restrictions
Change Asset: Master dati— =
E B Assetvalues v | || 03| & @ 2E |
Mumtbier: 1
Azset 2000080006 2} =11 — —
Class 2000 Et EvGr_|Description | LRK
001 |Agency Inventory [«]
002 Refired to M&R [=]
General | Time-dependent © Allocations |gg3  Leased A
004  Loaned ]
Aloceig e 005 Trade-In Select the appropriate |
Status 006  Inter-Agency =
acquisition Code o . Status of asset and
Class Code 213801 7{008  Stalen double click.
009  In Callection Employee Recvhl
010 Gifted to Employee
011  Destroyed
012 Reversed Assetin Error
Integration of assets and equipment 012 Returned to Owner
Create/change equip. from assetmaster recollgiy  soldto Emplovee E‘
|_|wF |Sy... |Equipmentnumber  |C... [Objectty| 015  Donated to Outside Agency 2l | Wi 5
! 15 Entries Found _é,—D [+]
| [ | 510 b5l sapetr | INS
AASIS Support Center, Patricia Orr 2-37
03/01/2004

NOTE: The Asset Manager should update the Asset
Master Record any time the status of the asset
changes, e.g., transferred to another business area,
retired to M&R, lost or stolen, etc.
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Change Assel: Master data

200000000 o
2008

—_—

Allocations

Allocations
Status

B0t Select possible entries icon to select the
Acquisition Code | [t Acquisition Code
Class Code 213001 '

Integration of assets and equipment

Createichange equip. from asset master record

WF [Sy... |Egquipment number G Ob'ectgge Descrigtion of technical object E
B = ]

- st e et

AASIS Support Center, Patricia Orr
03/01/2004

2-38
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Edit

Goto

Erwironment  Seftings

Help

ala @ @@ SEHE AT O0 AR @ o

AM101 - Asset Management 101

Change Asset: Master data

i & Assetvalues

Asset 208000060 ] Refrigerator

Class 2000 Eguinment Camnany Code ARKE
Acguisition Co 1% 7 Entries Found

Select the appropriate code, highlight and double
click.

Generall | Tife-denendanl)” Alocations | Pestictors |
v
Allocations o |HE|H| B &E| 3 D | ;
Status a1 Mumber: 2 =
Acquisition Code EvGr | Description |
Class Code 213081 10 f001  |PURCHASED
002  PROCURRED THRU MARKETIMG AMD R
003 DOMATED ]
ao04  SHOP MADE
Integration of assets and equipment 005  ACQUIRED FROM ANOTHER AGERMCY
Createichanoe equip. from asset master recard 008  FEDERAL SURPLUS
WWE |Sy... |Equipment number . |Chject type 7 HCENIRED B TR TSN E‘
O = 7 Entries Found 1/ E

\l

AASIS Support Center, Patricia Orr
03/01/2004

2-39
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Change Asset: Master data

2A0ABEAEE 0
2o00

AM101 - Asset Management 101

Allocations

Status ae1

Acquisition Code [2]eh} @

Class Code 213001 10 HEATING, AIR COMNDITIONING, REFRIGERATI...

Integration of assets and equipment

Createfchange equip. from asset master record

| Jwr Sy... |[Equipment humber C..|Objecttype |Description oftechnical object
ElE [

AASIS Support Center, Patricia Orr
03/01/2004

510 b2 sapetr

2-40
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et

Change Asset: Ma%er data

£ B Assetvalues
Save
Asgset 200088068 ] remgerator
Clags 2000 Eguipment Company Code LRK

General | Time-dependent | Allocations ~ Origin | Insurance | Deprec. areas |

Qrigin

Yendor @

Manufacturer

Il ]

[v] Asset purch. new
[1Purchased used
Country of arigin

Make any other desired changes.

Type name

Criginal asset ACg. on

Internal specifications ‘ ‘

[« ]]

In-house prod.perc.

| [ | 510 b5l sapetr | INS

AASIS Support Center, Patricia Orr 2-41
03/01/2004

NOTE: Do not change useful life without obtaining
approval from DFA/OA-CAFR, per the Financial
Management Guide (projected effective date
10/1/04).

AM101. 03/01/04
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Change Assel: Initial screen

| Master data || Depreciation areas | Assetvalues |

20008000 [@)
Subnumper B
JCOMmBaYCOIEMII =+ |

Changes have been made. Asset

master record has been updated.

AASIS Support Center, Patricia Orr 2-42
03/01/2004
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DISPLAY ASSET - AS03

This transaction is used to view an existing
asset master record.

AASIS Support Center, Patricia Orr 2-43
03/01/2004

AM101. 03/01/04 2-43



' An ASC Training Guide

JH A& EHE DDhanEE @

AM101 - Asset Management 101

BE & @8 2| N

> [ Favorites
7 {1 SAP standard menu

I 3 office

b [ Logistics

[» [ Accounting

> 1 Human Resources
2 [0 Information Systems

B (2 Tools

4ASIS MENU

b E Special Transactions & Reports (State of Arkansas)

Type transaction code

enter or green check.

[ | SESSION_MANAGER PE | sapapl? | ovR
m

AASIS Support Center, Patricia Orr
03/01/2004

2-44
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Dispiay Assel: Initial screen

| Masterdata | Depreciation areas | Assetvalues Click Master data, click green
check or enter to continue.

poanoanae s
Subnumper B
JCOMmBaYCOIEMII =+ |

Enter Asset number to view.

AASIS Support Center, Patricia Orr 2-45
03/01/2004
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' ' 200000000 o
ELCE

General data
wription Refrigeratar

Asset main no. text Refrigeratar Y
Acct determination 199050 Euinrnae

Serial numhber

Imventary number Click on the tab for the
cuantiy information you wish to view.

Ihventary

Last inventory on

Include assetin inventary list

510 22 sapetr

AASIS Support Center, Patricia Orr 2-46
03/01/2004
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| 0 aiHe@e CHE ODO0 PR @M
Dispiay Asset: Master data

| Click on the Asset values icon to
display values.

General

General data

Description Refrigerator

Asset main no. text Refrigerator

Acct determination 199050 Eguipment
Serial numhber

Inventory number

Cuantity

Inventary

Lastinventory on

Include assetin inventory list

- st e et

AASIS Support Center, Patricia Orr 2-47
03/01/2004
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O éeéa@ CHE aha0 BRR @ m

AASIS Support Center, Patricia Orr
03/01/2004

i<
Asset Explorer
g | Bl & & E
IASSBTARK-QDDDDUDDUIUDDU Company Code JURK State of Arkangas l;‘
= 4 Depreciation Areas Asset Zoooaoeey 2} Refrigeratar m
E2EI Full fc al Dep Fiscal year EQBME
This screen displays Modified
Planned values k Posted values Accrua| DepreCiation
SERERIEEEE
D] I <[>\ | Planned values Modifed Accrual Depreciation Area GASB3...
Gfete e sEe : Fiscal year start| Change| Yearend|Crey
2 [ vendor APC transactions 2,000.00 | 2,000.00 |USD
@ Ban and Frankiin Acquisition value 3,000.00 | 3,000.00 (USD
< [ Cost Center Ordinary deprec. 3,000.00-| 3,000.00-|USD
& oFa Unplanned dep. UsD [=]
< ([ Purchase Order Wirite-up UsD [+]
A% 0200572004 = n B [ @
o E5 o Aot EIREIERERIEER R ER e B
B Equipment iModified) Transactions o
Asstial date | Amnunt|‘|‘|’y |Tran.typetext |z Cird. dep.|0rcy| %
K — - an
| [ | 510 b5l sapetr | INS
2-48
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Edit

Help

Goto System

AM101 - Asset Management 101

BdH @ SHE a0 BE @m
Asset Explorer
g | Bl & & E
IASSBTARK-QDDDDUDDUIUDDU Company Code JURK State of Arkangas l;‘
= 4 Depreciation Areas Asset 200000000 2} Refrigeratar m
[H o1 Modifed Accrual De
(220 Full Accrual  Depreciation (Cost)i
""""""""""""""""""" TETSLET RS T 2004 . .
FIEZID This screen displays Full
Plannedvalues | Postedvalues Accrual DepreCiation.
SERERIEEEE
D] I <[+ | |Planned values Full Accrual Depreciation (Cost)
Gfete e sEe : Fiscal year start| Change| Year-end|Crey
2 [ vendor APC transactions 3,000.00 | 3,000.00 (LSD
@ Ban and Frankiin Acquisition value 3,000.000 | 3,000.00 (USD
< [ Cost Center Ordinary deprac. 12800 12500 (USD
& oFa Unplanned dep. UsD [=]
< [ Purchase Order Wirite-up ush [+]
A% 0200572004 = n m= | m=
o E5 o Aot EIREIERERIEER R ER e B
B Equipment iModified) Transactions o
Asstial date | Amnunt|‘|‘|’y |Tran. type text |z Crd. dep.|Crcv | %
Qi - — = — I'IEEI_

[ [510 P2l | sapetr | INS 2

AASIS Support Center, Patricia Orr
03/01/2004

2-49
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Asset Edit Goto  Systern Help
& aldHIC@e S E ]
Asset Explorer —~—_ Cl!ck the green arrow pack
- twice to return to the Display
S8 & & R . )
T Asset Initial screen to display =
Asset ARK-200000000/0000 Company Code  ARK
= {3 Depreciation Areas o >0A0AA00 another asset. E‘
Edm1 Modifed Accrual De
[dz2a Full Accrual Dept Flscal yesr EQBU“E
Planned values k Posted values k Comparisons k Parameters |
=R FEG =]
o) | > | |Planned values Full Accrual Depreciation (Cost)
e a0 seag : Fiscal vear start| Change| Year-end|Crey
< [ vendor APCTrg@actmns 3,000.00 | 3,000.00 (USD
@Ben and Frankiin Acquisition value 3,000.00 | 3,000.00 (USD
< [ Cost Center Ordinary deprec. 125.00-| 12500 |LSD
& DA Unplanned dep. UsD [«]
=2 [_J Purchase Order Wiirite-Lp ush [~]
£ 02052004 _————————
> & o Acoount HIBREIERER IR EFEERICIEIEYE
& Equipment (Modified) Transactions —
Asstyal date | Amount|TTy [Tran. tyne text |= Ord. dep.[Crey | E
T — e Do)
| D [510 b2l sapetr [ INS 7
2-50

AASIS Support Center, Patricia Orr

03/01/2004

NOTE: You can also change the asset number on
this screen and press the enter key to refresh with

the new data.

AM101. 03/01/04
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BLOCK ASSET - AS05

This transaction is used to set the blocking
indicator in the asset master record. Once the

blocking indicator is set, you can no longer post
to this asset.

AASIS Support Center, Patricia Orr 2-51
03/01/2004
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gl , 300 Ce0 DHE DNOD BF QF S
SAP Easy Adegss AASIS MENU

BE % EER] v 4

= {3 Favarites
> [ Funds Management
[ [ Asset Management

v 3 standard menu 5
~ Po%ce” i Type transaction code,
[ [ Logistics
> gﬁciumgg enter or green check.

[ [ Infarmation Systems
[» [ Special Transactions & Reports (State of Arkansas)
b (3 Tools

[» | SESSION_MANAGER Pl sapmas | OWVR

AASIS Support Center, Patricia Orr 2-52

03/01/2004
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Biock Assel: initial screen

Ppesooooe (=) Enter Asset number to block
Subnumper B postings. Click the Block button.
Cormpary Code | ARK

AASIS Support Center, Patricia Orr 2-53
03/01/2004
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-QBDD

General data
Description

Acct determination
Inventory number
Cluantity

Fosting information
Capitalized on
First acquisition on
Acquisition year

Acguisition lock
I None

200000000 o

© Blocked for acuis®======-=1 Click Blocked for acquis. button. Save.

03/01/2004

AM101 - Asset Management 101

G| aiB eee DHE anon BE QE

Biock Assel: Processihg screen

Refrigerator

199050 Equipment

1 EL

A2/06/ 2604 Deactivation an
02/06/2004

2004 8 Find. retirement an

510 %2 sapetr

AASIS Support Center, Patricia Orr

2-54
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Biock Assel: initial screen

poanoenan s
Subnumper B
JCOMmBaYCOIEMII =+ |

Asset is blocked from further postings

AASIS Support Center, Patricia Orr 2-55
03/01/2004

AM101. 03/01/04 2_55



L4 CREATE SUB-NUMBER - AS11

This transaction is used to create a sub-number
for an existing asset.
An asset sub-number is needed when:

. an additional purchase allows the asset to
do something it could not do before.

. an additional purchase increases the
recommended useful life of the original
asset.

. an additional purchase is made in a
subsequent fiscal year.

. sales tax is paid for a vehicle purchase.

AASIS Support Center, Patricia Orr 2-56
03/01/2004

AM101. 03/01/04 2-56



' An ASC Training Guide AM101 - Asset Management 101

glo o 3]aH CO® CHE DOND DD Q@

(] Favarites

7 {1 SAP standard menu
I .
b3 E’Zliim Type transaction code, enter or
[» [ Accounting green CheCk
> 1 Human Resources ’

2 [0 Information Systems
b E Special Transactions & Reports (State of Arkansas)
B (2 Tools

[ | SESSION_MANAGER P | sapgas | OVR
m

AASIS Support Center, Patricia Orr 2-57
03/01/2004
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Create Subnumber: initial screen

| Master data || Depreciation areas |

booaeopat [

Enter the main asset number that requires
a sub-number and Company Code — ARK.
Enter or green check.

AASIS Support Center, Patricia Orr 2-58
03/01/2004

The “Number of similar sub-numbers” field defaults
to 1. However, change the number to the number of
similar sub-numbers needed.

AM101. 03/01/04 2_58
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Asset Edit Goto Exdrazs  Enwironment Seftings  Systern Help

] B aE CaEQ CHE DDO0 HE @m

Create Assel: Master data

& B Assetvalues

Asset 200000081 1
Clags 2000 Eguipment Company Code LRK

General | Time-dependent | Allocations | Origin | Insurance | Deprec. areas |

General data

Description Computer, Dell

Asset main no. text Computer, Dell

poctdelomington  NEEEGE  Equiprent Enter ad.dltlonal description for
Serial number asset being purchased.

Inventory number B
Quuantity ER

Il ]

Inventary

Lastinventory on Include asset in inventary list

[« ]]

| [ | 510 b5l sapetr | INS

AASIS Support Center, Patricia Orr 2-59
03/01/2004

This is an example for a hard drive being paid for. It
will be installed on a previously purchased
computer.

Data will be copied from the main asset number and
may be changed as necessary.
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Create Assel: Master data

200000081 L
Select

General

General data

Description Camputer, Dell - hard drive| 4-—— _()nce yOU .have typed
in the additional

< description, select the
Acct determination Equipment .
TS — Time-Dependent tab.

Inventory number
Cuantity

Asset main no. text Computer, Dell

Inventary

Lastinventory on Include asset in inventary list

- st e et

AASIS Support Center, Patricia Orr 2-60
03/01/2004
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Asset Edit Goto Exdrazs  Enwironment Seftings  Systern Help
all 4 CEQ SHE anon ERE @
Create Assel: Master dala

&l B | Assetvalues

Asset 200080861 1 S I r, Dell - hard drive
Class 2000 e eCt nt Company Code ARK

General ~ Time-dependent | Allocations | Origin | Insurance | Deprec. areas |

Interval from 071/01/1 900 to 12/31/3859 (4]

Business Area pato =) DEFT OF FINANCE AND ADMIN |

Cost Center 383210 DFA

Room Information may be

leeneaIplate b of changed if sub asset is

Personnel Mumber . .

Funo o501 Hacorassmnane | DEING purchased/paid

Functional Area ADMN Fintadrmindnternal Svcs from a different cost I:

Funds Center 272 Mamt Srvs Div Oprs Center. E‘

[]
| [ | 510 b5l sapetr | INS
AASIS Support Center, Patricia Orr 2-61
03/01/2004

If cost center is being changed, remove (blank out)
the fund, functional area, and funds center after you
have entered the new cost center, then press the
enter key. This is necessary to update those fields.
Otherwise, the system will not allow you to create
the asset if the fund, functional area and/or funds
center do not match the cost center assignment in
funds management.
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Create Assel: Master data

200RRAHE1
2008

Allocations

Allocations

Status fa1 @
Acquisition Code [2[:0}
Class Code 2120083

Agency Inventory
PURCHASED
05 DATAFPROCES

Integration of assets and equipment

Createichange equip. from asset master record

Remove the Status and
Acquisition Codes until the asset
has been received/paid. The

class code will remain the same
since this is additional cost to
the original asset.

WF [Sy... |Egquipment number G
[ |

Ob'ectgge Descrigtion of technical object m

u

- st e et

AASIS Support Center, Patricia Orr

03/01/2004
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Create Assel: Master data

200RRAHE1

00 Select hE

—_—

A W s oo s e
Allacations i | |

Allocations
Status

Agency Inventory

Acquisition Code [=) FURCHASED

Class Code 2120083

05 DATA PROCESSING EQUIPMENT

Integration of assets and equipment

Createichange equip. from asset master record

WF [Sy... |Egquipment number G Ob'ectgge Descrigtion of technical object E
B = ]

- st e et

AASIS Support Center, Patricia Orr
03/01/2004

2-63
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Create Assel: Master data

200RRAHE1
2008

# £

Origin

Qrigin
Yendor
Manufacturer
[v] Asset purch. new
[1Purchased used

Country of origin Rgmoye vendor information,
Type name this will repopulate upon
goods receipt.

Internal specifications
Criginal asset ACg. on

In-house prod.perc.

- st e et

AASIS Support Center, Patricia Orr 2-64

03/01/2004
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Azset Edit Goto Exras  Enwironment Settings  Systerm Help

all < |0@®|Qﬁ][ﬁ|@@ﬁﬁl@l@
Create Assel: Master data

&l || Assetvalues

iAsset! 200008001 1 Computer, Dell - hard drive
Class 2000 Equipment Company Code LRK
Save
General k Time-dependent k Allocations k Crigin k Insurance Deprec. areas |
Valuation L=
Ceact |A.|Depreciation area Depky |Usfl life  |Per C.dep. start E‘ —
[] |0IModfied Book 2634 1 ]
[] [28Full Cast LINR 5 ]
[-]
| [ [510 bl | sapetr | INS 7
AASIS Support Center, Patricia Orr 2-65
03/01/2004

If the purchase of this sub-number will increase the
“Ustl life” of the main asset, change the useful life of
the main asset.
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| 0 aaHIe@e CHE DDO0 R @

Create Subnumber: initial screen

| Master data || Depreciation areas |

poooooont [

Asset Sub-Number is
created.

AASIS Support Center, Patricia Orr 2-66
03/01/2004
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